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8.5 HIP Change Reporting

8.5.1 Overview

Gender: When referring to the Client, she/herself has been used throughout the SSM for
simplicity. However, both genders, male and female may receive benefits.

A change is reported either by phone, fax or mail to a Call Center, Document Center, or Service
Center. When a change related to a HIP recipient is reported, a task is created for a HIP
workgroup to process. In addition, HIP change tasks are generated by the system, created by
ICES alerts, created by internal users and forwarded by internal users. Upon receipt of a
change report, the HIP WG 3 ES is expected to perform a search for any other AGs. If a
recipient is receiving any other program benefits in addition to HIP and the change would effect
the non-HIP case, the HIP WG 3 ES will create a Reported Change task to be processed by the
(non-HIP) Changes WG 3 ES/ESA.

Note: When creating a Reported Change task to be processed by the (non-HIP) Changes WG
3 ES/ESA, be sure to create the task from within the non-HIP case. For example, if a HIP
client is also receiving Food Stamps, create the task from the left navigation within the Food
Stamp standard case .

At the completion of the application process for HIP, the Assistance Group (AG) for eligible
Clients will be in a Conditional status — except those AGs for non-citizens eligible for
Emergency Services only, which will be in an Open status. A change in the Conditional status
will occur when the Client’s Health Plan notifies the Service Center that the HIP Client has paid
or not paid their POWER Account contribution. Current ICES functionality does not allow
changes while the HIP AG is in a Conditional status.

Note: When the HIP WG 3 ES updates AEHIP with the POWER Account contribution
information received from the health plan, the AG status is automatically updated to Open,
Deny, or Close.

After the HIP AG status changes to Open, changes for HIP AGs during the 12-month eligibility
period are limited based on program policy and defined scope. Changes fall into two basic
categories:

e Those that result in ineligibility for HIP based on program policy and

e Those that potentially change (recalculate) the amount of the HIP recipient's POWER
account contribution.

The Service Center will process HIP recipients requests to recalculate their POWER account
contribution during the 12-month eligibility period based on program policy and defined scope.
When a change includes processing a HIP recipient’s request to recalculate her POWER
account contribution, part of the Eligibility Review and Authorization task completed by the HIP
SEC includes a review of the ES action on the recalculation request.

8.5.2 HIP Change Reporting Users

The majority of the activities that will be processed within HIP Change Reporting are from
reported changes and the results of these reported changes. HIP WG 3 is the primary group
that processes changes. Eligibility Specialists (ES) work within the HIP WG 3 Changes Queue.
However, other workgroups process reported changes. The following table shows the different
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workgroups and their responsibilities related to processing changes to HIP cases and
maintaining a HIP case.
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Table 1.1 HIP Change Reporting Users and Responsibilities

HIP Tier or Workgroup

Responsibilities

Tier 1 Agent (Call Center) >
Intake Consultant

Forward calls, as necessary, to HIP Tier 2 Agents at the Call
Center.

Receive phone calls related to complaints and transfer to a HIP
Tier 2 ES.

Tier 2 Agent (Call Center) >
Eligibility Specialist

Receive calls to report changes, complaints, appeals, and
suspected fraud.

Create tasks to process changes requiring more lengthy
processing time, to designated HIP WG 3.

Workgroup 3 >
(Changes) >

Process escalated change reports from Tier 2.

Receive changes for HIP cases received via mail, fax, or web and
processed through the Document Center.

Process change reports for HIP cases.

Workgroup 8 >
(Document Specialist)

Receive non-indexed documents and identify those that may be a
change report.

Review documents received in the queue and index documents to
a case or person.

Route documents to the appropriate workgroup.
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8.5.3
8.5.3.1

Changes
Health Plan Reports HIP Recipient Has Paid POWER Account Contribution

The HIP recipient’s Health Plan will send a completed POWER Account Payment Status form
by mail or fax to the Document Center reporting that the Client has made their first POWER
Account contribution. The document is scanned by the Document Center and becomes a
POWER Account Payment Status Received task for an ES in HIP Workgroup (WG) 3.

Step

Change Resulting from Power Plan Payment Notification

1.

On the Task Home page, view the task.

Task Home Help

Close Task Park Task Forward Task

POWER account Payment Status Received

Task ID: 9000043471 Status: Unreserved

Priority: High Deadline: 12/4/2007 09:34
Reserved By: Last Assigned: 12/11/2007 21:55
Titrne Worked: 00:00 [Change Park Deadline:
Primary Action Supporting Information

Case Home Page

Task Instructions

Review POWER Account Payment Status form and process changes in ICES.

The Subject lists the type of task that was received. In this case, the task is listed as POWER
Account Payment Status Received.

Task Instructions

e The Tasks instructions for “POWER Account Payment Status Received” are Review POWER
Account Payment Status form and process changes in ICES.

¢ From the Task Home Page, click Case Home Page under the Supporting Information cluster.
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Step Change Resulting from Power Plan Payment Notification
3. The WFMS navigates to the Case Home page. Click Documents from the Left Navigation bar.
Case Home: HIP CASEONEC - 2000085338 [
Beview Asset/Trust Process Benefit Recovery Generate Internal Cover Sheet
Submit Case for Authorization Submit Change for Authorization
4. On the Documents page, click View next to the Power Account Payment Status form.
‘amily and
rvices Adr
Documents: HIP CASEONEC - 2000085338 [ Halp |
(Search Non-Indexed Documents | [ Attach Document |
Action Document Document Mame Client Beceipt Date Status SLET L ace
Type 2in]
Wi | Edit Vital. ) Birth Certificate HIE) 11/28/2007 Accepted 9000029704
R Statistics SRS e | B A S
Healthy Healthy Indiana
Yiew | Edit Indiana Plan Plan Application CASEONEC 11/28/2007 Accepted 2000029704
Documents  (HIFY I
. : Pension HIP .
Wiew | Edit Income Ctatement/stub  CASEOMNES 11/28/2007 Received 2000029704
: ’ Yital Social Security  HIP -
Wiew | Edit Ciorighie Caiia i biane CASEOMES 11/28/2007 Rewviewed 2000029704
HIP Power HIP Power
Account Account HIP .
Payment BEEaahT CASEQNEC 12/1/2007 Received Q000029704
Status Status
Wiew | Edit ‘v'ital_ ; Marital Record ettt 12/1/2007 Received 2000085338
I Statistics D CASECQNEC
Eligibiility Internal Hip
Yiew | Edit Support Transfer Cover — .- 12/1/2007 Received 2000085338
CASEOMEC
Documents  Sheet i i
NiawlEmy | (Jnsnomn Unknown e 12/1/2007  Received 2000085328
= Documents —— CASEOMNEC
Indiana Eligibility Modernization Project Page 8.5-5 Version 1.4

February 29, 2008 Volume 4. HIP SSPM




Step Change Resulting from Power Plan Payment Notification

5. Review the POWER Account Payment Status form received from the plan including the case
name and number to confirm these match the WFMS case associated with the task being
worked.

e When a payment is received for a HIP Client with Conditional status, the health plan will
check Initial Payment Received from Applicant and enter the Date of First Payment

- OO0 OO
;@‘ B “DFRAFAEN" :
s “%,. Healthy Indiana Plan 1IBP
gﬁw POWER Accnunt Payment Status ALAS ]
e State Form 53427 (11-07) / HIP 2518 bt il
Health Plan Provider: Fax or Mail to: FSSA Document Center
_ P.0. Box 1630
Representative Hame: Marion, IN 46952
Phone Number- Fax #: 1-800-403-0864
Date:
4 N\

POWER Account Payment / Non-Payment

Complete payment or non-payment information below for each HIP individual in this case

Member Name: Recipient ID:

ayme us:
[] First Payment Received From Member Date of First Payment:

[] Mo Longer Receiving On-Going Payments From
Member

Member Name: Recipient ID:

Payment Status:

[ First Payment Received From Member Date of First Payment:

[ Mo Initial Payment Received From Member

[J He Lenger Receiving On-Geing Payments From
Member
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Step

Change Resulting from Power Plan Payment Notification

In ICES, access AEHIP for the ICES Case Number listed as the Case ID in WFEMS. If there is
more than one HIP recipient in the case, you may need to use PF 19 or 20 to view the screen for

the HIP recipient indicated on the POWER Account Payment Status form.

e Enter the Date of First Payment from the POWER Account Status Form into that field on
AEHIP.

e This entry will change the AG status on AEWAA from COND to OPEN.

REHIP INDIVIDUAL HEALTHY INDIANA PLAN 07310707 07123
COUNTY : == CASE: »»xx1r>5Fr CAT/SED: 35335 DNTO4s T 3¥3T/DUCEE
LAST ACTIVITY DATE: ==llklklkk:
*“FEF

NER. FIRST MI LAST MAME SUF  DOE SEX RACE RID CASE
n&. FATHEE ONLY L/l dan il W 00065423099 =:FllrEke:
DOES INDIVIDUAL CURRENTLY HAVE INSURANCE COVERAGE? (¥/N/2). -
INDIVIDUAL® 3 INSURANCE LAST END DATE: o VE:
ACCEZS TO EMPLOYER'S 3PONSOFED HEALTH INIURANCE:? (T/WN/z): _ VR
DID INDIVIDUAL ANSWER “YE3® TO A HEALTH SCREENING QUESRTION? (YA e

FOR COMDITIOHALLY APPFROVED APPLICAHT
DATE OF FIRST PAYMENT: OR. HOH-PAYMEHT HOTIFICATION DATE:

FOR BECIPIEHT

DATE OF HOTIFICATION OF FAILURE TO PAY POWER ACCOUHNHT:
RECALCULATE HIPZ, (¥/Hi: _ QUALIFYING EVENT TYFE CODE: __
LAST RE-CALCULATED DATE: HIP EVENT: _
FF19;PEEV INDIVIDUAL PFZ0:NEXT INDIVIDUAL PF23-FF24: HIZTOEY

7. Access AEWAA to confirm the Assistance Group status for the AG listed on AEHIP has changed
to OPEN.
AEVIAA ASSISTANCE GROUP AUTHORIZATION 12/12/07 12:56
COUNTY: 27 CASE: 2000085338 WORKER: T49701 L REFM/STEIN
LAST ACTIVITY DATE: 12/12/07 STATUS: OPEN
REDETERMINATION MONTH: 102008 BUDGET
ELIG MONTHLY AG EFFECTIVE
CAT SEQ RE  PAYEE STAT AMOUNT STAT “**REASON CODES****  DATE AUTHOR
MAHN 01 _ H CASEQ PASS 80.00 (OPEN 2/7 ) 01012008
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Step Change Resulting from Power Plan Payment Notification
8. In ICES, enter Running Record Comments on the ICES CLRC screen:
e In NEXT TRAN: enter “CLRC".
¢ In PARMS: enter the ICES Case Number and press Enter.
NEXT TRAN: CLRC PARMS: 3000353437
e Or if currently in the ICES case, use PF4 to get to CLRC.
9. The Running Record Comments display.
v' Under the COMMENTS section, update with the information received on the POWER
Account Payment Status form and any action taken related to the reported change.
v After the comments are added, press Enter.
CLRC RUNNING RECORD CCMMENTS 12/12/07 13:13
T49701 L REFM/STEIN

COMMENTS TYPE: GEMERAL

COUNTY: 27 CASE: 2000085338 INITIAL CONTACT: HIP CASEONEC

ENTERED  USERID COMMENTS .

12/12/07 749701 recd Power Plan Payment Status form from Anthem BCBS report
ing Date of First Payment as 12-11-07. entered on aehip and
verified case in open status._

12/12/07 T49701

10. | The following question displays:
Do you want to update this (Y/N)? :
¢ When the comments entered are correct and ready to be added to the case record, press “Y”
for yes.
¢ If the information ought not to be added to the case record, press “N” for no. However, since
this is a new change, “N” is not selected at this time.
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Step

Change Resulting from Power Plan Payment Notification

11. | The task is complete. To close the task:

Amimstraton

¢ Click Home in the Left Navigation bar to return to the WFMS Case Home page.

0ji

navigation Documents: HIP CASEONEC - 2000085338 Heln
Hme ( Search Non-Indexed Documents | [ Attach Document |
O Documents bction DDC%EM Document Mame Client Receipt Date Status ?;ziateﬁ
O Members H‘D—I LS
S : . Yita ; . HIP
Addresse e e i
g s rES;f;h iew | Edit Ctatistics Birth Certificate CASEONED 11/28/2007 Accepted 900002970
Fhone NUmbers
S Healthy Healthy Indiana
SRR view gt Indiana Plan plan Application %JSEONEC 11/28/2007 Accepted 900002970
O Data Collection BORbIERts HIE ; =
Checklist : i Pension HIE | ‘
O etona iy View|Edit  Incame Statement/stub CASEONEC 11/28/2007 Received 900002970
Checklist . . Vvital Social Security  HIP ,
O Change Checklist YeWlRdt  costietice  CaorProof | CAGEONEe  LM29/2007 Reviewed 900002570
0O Solicited Documents HIP Power  HIP Power
Requests Account  Account HIF .
O Correspondence View|Edt  poment  Payment T e | R
O Notes Status Status
O Hsser fTe ERavien viewledt @ pwitalpergd  OE 19/1/2007  Received 200008533
O Benefit Recovery Statistics CASEONEC
0O Tasks Eligibility [ntermal e
' Wiew|Edit  Support Transfer Cover - 12/1/2007  Received 200008533
CASEONEC
Documents  Sheet
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Step Change Resulting from Power Plan Payment Notification
12. | On the Case Home page, click Tasks from the Left Navigation bar to go to the Task Home Page.
3 yES t Family and Social ™ e :',‘—-'..9,.'I ]
% Services Administration L Y
| navigation = (%
Case Home: HIP CASEONEC - 2000085338 Help
O Documents
O Hembers
0 Addresses Review Asset/Trust Process Benefit Recovery Generate Internal Cover Sheet
O Phone Numbars Submit Case for duthorization  Subrmit Change for Authorization
O Pending Yerification
checklist | (poetels .
0 [?ﬂ!:ﬁ}:[?g“g-;ﬁnlﬁ Chatus Date: 11/29/2007 Redetermination 10/31/2008
Checklist Date;
O Second Party Review Status: Open
Checklist ' )
0 Solicited Documents | Hip CASEONEC Social Security 307-58-0709
Requests I humber:
Qifet7esponcioze Date of Birth: 11/12/1955
Note
Ut 99 MARSH AVE
QST REvIEN Horme Address: YORKTOWN, Indiana 47396 | Maling Address:
O Benefit Recovery Delaware '
O Tasks'|
Phone Numbers
Home Phong: Cell Phone:
Wark Phong;
Assistance Groups
R STt v S T S L
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Step Change Resulting from Power Plan Payment Notification

13. | Onthe Tasks page, select the HIP Power Account Payment Status Received Task that you have
been working on.

and Social

A .l .
e 1 .'|||IIII|I'."-r.|.|.r..'II:I

navigation
O Home

O Applications Tasks: HIP CASEONEC - 2000085338
Q Documents Creale Tagk
O Members ' ——
O fiddressas Task ID _-Eubgl;;_ct Priarity
O Phone Nambisse (90[![!0434?1 POWER Account Payment Status ] High
: S e G Received
O Pending Yerification
Eherkhst 0000044389 1068 - Reparted Change High
Q Data Collection
Checklist - ici :
14 _ Q000044443 1010 .Un5|:|l|C|ted Document Ready Kisgii
QO Second Party Review for Review
Checklist
O Change Checklist
O Solicited Documents
Requests
O Correspondence
O Motes
O Asset/Trust Review
O Benefit Recovery
O Tasks
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Step Change Resulting from Power Plan Payment Notification
14. | Click Close Task from the Task Home Page.
O Task Assignment TN Cloce Task Park Task Forward Task
O Graphical Yiew subject
POWER Account Payment Status Received
' Task 1D: 9000043471 Status: Unreserved
recent ltems | Priority: High Deadline: 12/4/2007 09: 34
' Reserved By Last Assigned: 12/12/2007 1700
Time Warked: 00:00 [Change Park Deadline:
Primary Action Supporting Information
Case Home Page
Task Instructions
Review POWER Account Payment Status form and process changes in ICES,
If it is necessary to Park or Forward the Task, refer to
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8.5.3.2 Health Plan Reports Conditionally Approved HIP Applicant Has Not Paid
POWER Account Contribution
When the HIP Client does not pay their initial account contribution, the health plans will send

the Power Account Payment Status form by mail or fax. The document is scanned by the
Document Center and becomes a POWER Account Payment Status Received task for HIP WG

3.

Step Change Resulting from Power Plan Non-Payment Notification for Conditionally
Approved HIP Applicant
1.1 Refer to Section 8.5.3.1, Health Plan Reports HIP Recipient Has Paid POWER Account
Contribution, Steps 1 — 3. <insert hyperlink >
2| Review the case name and number on the POWER Account Payment Status form received
from the plan to confirm these match the WFMS case associated with the task being worked.
For non-payment, the health plan will check the box next to No Initial Payment Received From
Member.
0‘.&“\‘.“‘? l II."I""II":I[I:.FHI':,:I:I:I_!,:E::IIIIII‘““I“"“I" o
I&‘" %. Healthy Indiana Plan %
%,;/ POWER Account Payment Status
o A Siate anTf.AZ?j"-J?].'HF‘EE'E BRLALT Y [0 %A L
Health Plan Provider: Fax or Mail to: FSSA Document Center
P.O. Box 1630
Representative Name: Marion, IN 46952
Phone Mumber- Fax #: 1-800-403-0864
Date:
POWER Account Payment { Non-Payment
Complete payment or non-payment information below for each HIP individual in this case
Member Name: Recipient ID:
Payment Status:
[ First Payment Received From Member Date of First Payment:
[] Mo Initial Payment Received From Member
[] Mo Longer Receiving On-Going Payments From
Member
Member Name: Recipient |D:
Payment Status:
[] First Payment Received From Member Date of First Payment:
[D Ho Initial Payment Received From Member ]
[1 Mo Lenger Receiving On-Geing Payments From
Member
Indiana Eligibility Modernization Project Page 8.5-13 Version 1.4

February 29, 2008 Volume 4. HIP SSPM




Step Change Resulting from Power Plan Non-Payment Notification for Conditionally
Approved HIP Applicant

In ICES, access AEHIP for the ICES Case Number listed as the Case ID in WFMS. Enter the

date of the POWER Account Payment Status form in the NON-PAYMENT NOTIFICATION
DATE field.

e This entry will change the AG status on AEWAA from COND to DENY.

AEHTP INDIVIDUAL HEALTHY INDIANA FPLAN N?/31/07 0723

COUNTY : = CA3E: »HRFFFERRFF CAT/EQ: H3HH6ERE:R> DNTO43 T 3Y3T/DUCEE
LaST ACTIVITY DATE: >3k::::E:

LWa =t i
i 3 e

NER FIRST MI LAST WAME SUF  DOE SEX RACE RID CASE
N&.. FATHER ONLY ALsnLian ul 1) 00065423099  =3Frrrkr:pe

DOES INDIVIDUAL CURRENTLY HAVE INSURANCE COVERAGEZ (V/N/2)._  VR:
INDIVIDUAL’ 5 INSURANCE LAST END DATE: _  ¥R:

ACCESS TO EMPLOVER' S SPONSORED HEALTH INSURANCEZ (Y/N/2): _  VR: __
DID INDIVIDUAL ANSWER *YES® TO A4 HEALTH SCREENING QUESTION® (Y/N): __

____________________ s g

FOR COHDITIONALLY APPROVED APPLICAHT
DATE OF FIRST PR IT: DR HOH-PAYMEHT HOTIFICATION DATE:

FOR. BECTFIENT
DATE OF HOTIFICATION OF FAILURE TO PRAY POWER ACCOUHT:

RECALCULATE HIPZ (¥/N): _ QUALIFYING EVENT TYPE CODE:
L4ST RE-CALCULATED DATE: HIP EVENT: __

FF19;FPEEY INDIVIDIIAL FFZ0:NEXT INDIVIDUAL PFZi53-FF=4: HI3TOEY
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Step

Change Resulting from Power Plan Non-Payment Notification for Conditionally
Approved HIP Applicant

.| Access AEWAA History screen by entering AEWAA in the Next Tran field and the case

number/date in the PARMS.

NEXT TRAN: aewaa PARMS: 2000087508/12112007

AEWAA History screen will show case status as DENY.

AEWAA ASSISTANCE GROUP AUTHORIZATION 12/11/07 13:

COUNTY: 27 CASE: 2000087508 WORKER: T49701 L REF

LAST ACTIVITY DATE: 12/11/07 STATUS: OPEN

REDETERMINATION MONTH: 112008 BUDGET
ELIG  MONTHLY  AG EFFECTIVE

CAT SEQ RE  PAYEE STAT  AMOUNT  STAT *¥*REASON CODES**¥*  DATE

MAHN 01 _ S SPADE FAIL .00 DENY 276 01012008

.| In ICES, enter Running Record Comments on the ICES CLRC screen:

e |n NEXT TRAN: enter “CLRC".

e In PARMS: enter the ICES Case Number and press Enter.

NEXT TRAN: CLRC PARMS: 3000353437

e Orif currently in the ICES case, use PF4 to get to CLRC.

.| The Running Record Comments display.

e Under the COMMENTS section, update with the information received on the POWER
Account Payment Status form and any action taken related to the reported change.

e After the comments are added, press Enter.

.| The following question displays:

Do you want to update this (Y/N)? :

e When the comments entered are correct and ready to be added to the case record, press
“Y” for yes.

e If the information ought not to be added to the case record, press “N” for no. However,
since this is a new change, “N” is not selected at this time.
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Step Change Resulting from Power Plan Non-Payment Notification for Conditionally
Approved HIP Applicant

8.| Refer to Section 8.5.3.1 Health Plan Reports HIP Recipient Has Paid Power Account
Contribution step 11 to close the task. <insert hyperlink>
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8.5.3.3 Health Plan Reports Change Due to Eligible HIP Recipient Non-Payment of
POWER Account Contribution

When an eligible HIP recipient does not pay their POWER Account contribution, the health
plans will send the Power Account Payment Status form by mail or fax. The document is
scanned by the Document Center and becomes a POWER Account Payment Status Received
task for HIP WG 3.

Ste Change Resulting from Eligible HIP Recipient POWER Plan Non Payment
p Notification

1. Refer to Section 8.5.3.1, Health Plan Reports HIP Recipient Has Paid POWER Account
Contribution, Steps 1 — 3 <insert hyperlink >

2. Review the case nhame and number on the POWER Account Payment Status form
received from the plan to confirm these match the WFMS case associated with the task
being worked. The plan will check No Longer Receiving On-Going Payments From

Member.
RN I|I|III|I

mmArsENiT

}q% Healthy Indiana Plan
F"DWER Acc ount Pa:.rment Status

U

; "J Suta Form S5ET (1107 { HIP 2
Haalth Plan Providar: Fax or Mall to F5%4 Document Center
P.O. Box 1630
Raprasentative Name: Marlon, IN 48552

Enone Humber. Fax & 1-800-403-03e4
Diaba:

| POWER account Paymant f Hon-Paymant

CommeTs paymen or non-payment informarian balow for sach HIP individual in this case
Mambar Name: Reciplent iD:

Paymant Status:
O Firet Payment Recelvad From Membar Duate of First Payment:

O Mo imitlsl Paymant Recelved From Mambsar

O Mo Longer Recalving On-Going Payments From
Mambsr

Membar Hamea: Recipiant ID:

Paymant Status:
[ Firat Payment Recalved From Msmbar Date of First Paymant:

[ ke inttlal Paymant Received From Mambsr

L1 Mo Longer Receiving On-Going Payments From ]
Mamber

MNote: If this form is faxed fo the F55A Documeant Cenfer, do not send by mail.

3. In ICES access AEHIP for the ICES Case Number listed as the Case ID in WFMS. Enter
the date of the POWER Account Payment Status form in the DATE OF NOTIFICATION
OF FAILURE TO PAY POWER ACCOUNT field.

e This entry will change the AG status on AEWAA from OPEN to DENY.
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Ste

Change Resulting from Eligible HIP Recipient POWER Plan Non Payment

p Notification
NEHIP INDIVIDUAL HEALTHY INDIANA FPLAN 07/31/07 07:23
COUNTY: »»>  CASE: >»>:33x3rEr CAT/SEQ: »23xi:> DNTO48 T SYST/DUCEE
LA3T ACTIVITY DATE: >33k
*REF
NER FIEST MI LAST NAME SUF  DOE SE¥ RACE RID CASE
N&.. FATHER QLY QLsnL a0 M W 300065423099 »rEFRFFFFE

DOES INDIVIDUAL CURRENTLY HAVE INSURANCE COVERAGEZ (V/N/2)._  VR:
INDIVIDUAL’ 5 INSURANCE LAST END DATE: _  ¥R:

ACCESS TO EMPLOVER' S SPONSORED HEALTH INSURANCEZ (Y/N/2): _  VR: __
DID INDIVIDUAL ANSWER *YES® TO A4 HEALTH SCREENING QUESTION® (Y/N): __

FOR COHDITIONALLY APPROVED APPLICAHT

Ll LY

FOR. BECTFIENT
DATE OF HOTIFICATION OF FAILURE TO PRAY POWER ACCOUHT:

RECALCULATE HIPZ (¥/N): _ QUALIFYING EVENT TYPE CODE:
L4ST RE-CALCULATED DATE: HIP EVENT: __
FF19;PREY INDIVIDUAL FF20:NEXT INDIVIDUAL PF23-PF24: HISTORY

4. Enter Running Record Comments on the ICES CLRC screen:
e In NEXT TRAN, enter “CLRC".
e In PARMS, enter the ICES Case Number and press Enter.
/ " ¥ " 2n SE2 4D
NEXT TRAN: CLRC PARMS: 3000353437_
e Or if currently in the ICES case, press PF4 to automatically go to CLRC.
S. The following question displays:
Do you want to update this (Y/N)? :
e If the comments entered are correct and need to be added to the case record, press
“Y” for yes.
e If the information ought not to be added to the case record, press “N” for no.
6. Refer to Section 8.5.3.1 Health Plan Reports HIP Recipient Has Paid Power Account
Contribution, step 11 to close the task and receive the next task. <insert hyperlink>
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8.5.3.4

Change Reported to Call Center during Business Hours

These instructions are general and apply to the examples included and to any change received
as a task in the WFMS and processed in ICES.

Step

Change Reported to Call Center During Business Hours

1.

Refer to Section 8.1, Call Routing and Authentication W1 <insert hyperlink>

2.

Ask for and note caller’s first and last name and last 4 digits of SSN and Case Number or
DOB. Check that these match information on the screen.

If the caller cannot be authenticated, take the change information without releasing any
information to the caller.
e If the caller has a HIP case, create a task from within the case for HIP WG 3 to handle
the change reported. Refer to Section 2.13, Responding to Calls by Type <insert
hyperlink>.

e If the caller does not have a HIP case, create a task for WG 3 to handle the change
reported.

e Skip to Step 6.

If the caller can be authenticated, determine if the change is one that you can process
completely and quickly over the phone or if significant additional processing time is required
after the initial change information is taken. This determination is based on the type of
change and the call volume.

e If the change can be processed while the caller is on the phone, go to Step 5.

Note: For HIP, due primarily to the need to determine POWER Account recalculation status
for many reported changes, those that can be processed quickly are typically address
changes and recipient requests to close their case.

e If unable to process the change quickly during the telephone call and/or the change
need to be processed by another workgroup, skip to Step 6.

If you are able to continue processing the change, refer to Section 8.5.3.5, Processing a
Change Received from the Call Center, Steps 4 — 15 16<insert hyperlink>.

If the change has not been processed during the telephone call, create a Reported Change
task for HIP WG3. From within the HIP case, click Tasks from the left Navigation bar.

The WFMS displays the Tasks page.

Click Create Task.
e The WFMS displays the Select Task Type page.

Use the work instructions for creating a task in Section 3.11.1 Common Processes <insert
hyperlink> and create a Reported Change task for HIP WG 3.
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8.5.3.5

Processing a Change Received from the Call Center

Once the task has been created for HIP WG 3 related to the change that was reported to the
Call Center, the Reported Change task needs to be completed.

Step

Processing a Change Received from the Call Center

1.

From the Task Home page retrieve the task.
Review the task information including the Subject, Details, and Task Instructions.

The Subject lists the type of task that was received. In this case, the task is listed as
Reported Change and the instructions are Process a reported change to a case.

S~ 2 ;s
i Family and Social Q v TSl
Services Administration \

navigation J rask Home e
0

O Close Task Park Task Forward Task

1068 - Reported Change

Task Instructions

Process a reported change to a case.

Review the notes in ICES from CLRC.
e To access the ICES case record notes:

v In the NEXT TRAN field, use “CLRC".

v Inthe PARMS field, use the ICES Case Number/Date reviewing the case record
comments.

NEXT TRAN: CLRC . PARMS: 3000353437/09122007

The most recent comments show in CLRC.
RUMMING RECORD COMMENTS

3437 IMNITIAL CONTACT: MEG M FAKECLIENT

EMTERED USERID MENT S

=P

Determine if the change reported is related to the recalculation of a POWER account or
one that impacts HIP eligibility (e.g. AG closure).

If the change is related to a potential recalculation of the POWER account, go to Step 4.

If the change is related to eligibility, refer to 8.5.3.11 Processing a Change Resulting in HIP
Ineligibility <insert hyperlink>.

If the recipient is receiving any other program benefits in addition to HIP and the change
would affect the non-HIP case, create a Reported Change task from within the non-HIP

Indiana Eligibility Modernization Project Page 8.5-20 Version 1.4

February 29, 2008 Volume 4. HIP SSPM




Step Processing a Change Received from the Call Center
standard case to be processed by (non-HIP) Changes WG3.
4. | Determine if the caller requested a recalculation of their POWER Account contribution.

e Access AEHIP for the recipient affected by the reported change. If the individual listed
is not the recipient affected by the change, use PF19 or PF20 to locate the HIP
recipient affected by the reported change.

e If the recipient is not requesting recalculation of their POWER Account contribution,
enter N in the RECALCULATE HIP? field. Then skip to Steps 7 and 8 in this section.

e If the recipient is requesting recalculation, go to Step 5. Note: a payment must have
been made and the case must be in Open status for a recalculation request to be
processed.

AEHIP INDIVIDUAL HEALTHY INDIANA PLAN 07/31/07 07:23

COUNTY: »»  CASE: >>33333»3> CAT/SEQ: 333333 DNTO45 T 3YST/DUCKE

LLST ACTIVITY DATE: 3333335

XREF

NER FIRST MI LAST NAME SUF  DOE SEX RACE RID CASE

Nz . FATHER ONLY QL1 Aa0 M W ) 3000565423099  Hk=kkkkikkk

DOES INDIVIDUAL CURRENTLY HAVE INSURANCE COVERAGE: (Y/N/7).  VR: __

INDIVIDUAL" 5 INSURANCE LAST END DATE: _ WR:i __

ACCESS TO EMPLOYER'§ SPONSORED HEALTH INSURANCE: (¥/N/z): _ YR

DID INDIVIDUAL ANSUER “YES® TO A HEALTH SCREENING QUESTION: (¥/N): __

FOR COHDITIONALLY APPROVED APPLICANT
DATE OF FIRST PAYMEHT: OR HOH-PAYMENT HOTIFICATION DATE:
FOR RECIPIEHT

DATE OF HOTIFICATION OF FAILURE TO PAY POWER ACCOUNT:

RECALCULATE HIPg, (¥/Nj: _ QUALIFYING EVENT TYPE CODE: __

LLST RE-CALCULATED DATE: HIP EVENT:

PF159; PEEY INDIVIDUAL PFz0:NEXT INDIVIDUAL PF23-PFz4: HISTORY

5. | If the recipient is requesting recalculation of their POWER account contribution, review the

RE-CALCULATED Date field and HIP EVENT field to determine if the individual's POWER
account has been recalculated previously and if so, when. .
Note: LAST RE-CALCULATED DATE is a protected field and is system entered when
AEABC is authorized following a recalculation of the POWER account contribution.

e Based on program policy and defined scope, enter Y or N in the Recalculate HIP field
on AEHIP.
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Step Processing a Change Received from the Call Center
6. | When Y is entered in the RECALCULATE HIP field, you must complete the QUALIFYING
EVENT TYPE CODE field.
e Use field level help to determine the correct code base on the change reported.
e Complete the HIP EVENT field with the current count of recalculations processed for
this recipient. If this field was blank prior to the current recalculation, enter 01; if the
field contained 01 prior to this recalculation, enter 02.

7. | Based on the information from the ICES case record comments on CLRC, use the
information provided by the Client to update all the ICES screens associated with the
change that is reported.

8. | When updating the ICES screens, identify missing or incomplete information in ICES with
guestion marks.

BEGIN DATE END DATE VR
06/01/03 09122007 7_
If you enter N in the RECALCULATE HIP field on AEHIP, skip to Step 12 of this Section.
AEHIP INDIVIDUAL HEALTHY INDIANA PLAN 12/12/07 17:03
COUNTY: 27  CASE: 2000085270 CAT/SEQ: MAHC 01 T49701 L REFM/STEIN
LAST ACTIVITY DATE: 12/08/07
NBR FIRST ML LAST NAME SUF DOB SEX RACE RID XREF CASE
(1 PIB CASEONEG 02/02/61 F B 200015668399
COES INDIVIDUAL CURRENTLY HAVE INSURANCE COVERAGE? (Y/N/?): N WR: (S
INDIVIDUAL S INSURANCE LAST END DATE: VR
ACCESS TO EMPLOYER SPONSORED HEALTH INSURANCE? (Y/N/?): N VR: (S
DID INDIVIDUAL ANSWER "YES" TO A HEALTH SCREENING QUESTION? (Y/N): N
FOR CONDITIONALLY APPROVED APPLICANT
DATE OF FIRST PAYMENT: 12/01/07 OR FIRST NON-PAYMENT NOTIFICATION:
FOR RECIPIENT
DATE OF NOTIFICATION OF FAILURE TO PAY POWER ACCOUNT:
RECALCULATE HIP? (Y/N): N QUALIFYING EVENT TYPE CODE: __
LAST RE-CALCULATED DATE: 12/04/07 HIP EVENTS: 1
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Step Processing a Change Received from the Call Center

9. | After updating the ICES screens with the information and verifications from the reported

change, run AEABC and review AEPND to determine what information is needed to finish

processing the change to the case.
AEPND ] PENDING DATA

NT END DATE

4 MEG

0Z DAN

10. | In WEMS under the Case Home page, select Pending Verifications Checklist from the left
Navigation bar.

navigation |

X

A
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Step Processing a Change Received from the Call Center
11. On the Pending Verifications Checklist, select the information needed to finish
processing the Reported Change task and for whom the information is needed.
Follow the steps in the Send Notice Work Instructions to send an FI 2032 — Pending
Verifications for Applicants/Recipients to the Client. Refer to Section 3.11.4, Sending
Notices <insert hyperlink>.
PENDING VERIFICATIONS FOR
APPLICANTS/RECIPIENTS
| DATE: 912/2007
TC: YOURDEADLINEFOR SUEMITTING THISINFORMATICN T5:
no data no data
CaseMame MAIL ORFAXYCOURINFORMATIONTO:
no data FSSA Document Center
Cazenumber PO Box. 1818
no data Marion, Indiana 48352
Fax# 1-600-403-0884
Each box checked below indicates information which is needed to determine vour eligibility for Temporary Assistance to Meady
Families (TAMF}, Medicaid/ Hoosier Healthwise and Food Stamps. If you do not have the exact papers listed below, you may
send'bringin others that provide the same information. v¥ou must submitthe requested papers by the ahove deadline orvour benefits
will e denied or discontinuad.
We have enclosed a Document Cover Sheet. It is importantthat vou include a copy of this Document Cover Sheetwith any
information vou send; itwill help us process vour case faster. Also, please write vour name and Social Security Mumberon all of the
copies you send. If vou have questions, contact FS5A at 1-800-403-0864 Monday through Friday 7:00 AM— 7:00 PI. If vou preferto
drop off vourinformation atan FS3A lecal office vou mav contact the number above to receive address information for an office near
you.
Proof of: For:
Age nodata
Birth certificate, baptismal, medical and school records, military records, court
records
IS Citizenship naodata
Birth cerificate, Immigration and Maturalization Service records, baptismal,
medical and school records, militany records, court reconds
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Step

Processing a Change Received from the Call Center

12.

Return to the Case Home page, and from the left Navigation bar, select Change Checklist.
Complete as much as possible on the list to indicate what actions have been taken to
process the change.

[ navigation

If no verification has been requested or when requested verification has been received, it
will be necessary to complete the checklist. The completion of the checklist and clicking on
Save initiates a Ready for Review of Eligibility Determination task for an SEC.

Requires State processing before Adverse Action Date (MN/4 for HIP)

=

Case recording entered in ICES for change activities completed
FIAT aAuthorization Needed
HIP Only - Update of AEHIP for POWER Account Payment Status completed

HIP Only - Recalculation not allowed., Document and update AEHIP as appropriate

OO0O00OFEO
M EER

HIP: HIP client failing due to pregnancy. Create manual task to WG2 for create Applic

Override Checklist
Reason Required: Checlk a reason below or enter comments

[F Recipient failed to return required verification{s)

[® Recipient requested case closure

Comments

Case processing is complete and case is ready to be authorized|

[ save || cancel |
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Step

Processing a Change Received from the Call Center

13.

In ICES, enter Running Record Comments on the ICES CLRC screen:
e In NEXT TRAN: enter “CLRC".

e In PARMS: enter the ICES Case Number and press Enter.

NEXT TRAN: CLRC PARMS: 3000353¢

Or if currently in the ICES case, use PF4 to get to CLRC.

14.

The Running Record Comments display.
CLRC RUNNING RECORD COMMENTS

333437 INITIAL CONTACZT: MEG

Under the COMMENTS section, update with the information the Client has provided. When
CLRC is updated due to a reported change, the following types of information must be
included:

e Name of individual reporting the change;

e The name of the individual the change is for;

e The reason for the change;

e The type of change;

e Any pending information that is needed to process the case;
¢ When the pending information was requested,;

e When the pending information is due back;

e All actions that have been taken in regards to the reported change.

After the comments are added, press Enter.

15.

The following question displays:

Do you want to update this (Y/N)? :

e When the comments entered are correct and ready to be added to the case record,
press “Y” for yes.

e If the information ought not to be added to the case record, press “N” for no. However,
since this is a new change, “N” is not selected at this time.
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Step

Processing a Change Received from the Call Center

16.

The task is now complete. Return to the Case Home page and click Tasks to display the
Task Home Page.

Case Home: HIP CASEOMEC - 2000085338 Helj

Beview Asset/Trust Process Benefit Recovery Generate Internal Cover Sheet
Subrit Case for Authorization Submit Change for Authorization

Stotile Data: 11/29/2007 Redetermm;at;;r?' 10/31,/2008

Status: Open

CasefName

HIP CASEOMEC Social Security 307-58-0709

B Mumber:
Date of Birth: 11/12/1955

99 MARSH AVE
Haome Address: YORKTOWN, Indiana 47396 Mailing Address:
O Benefit Recovery Delaware

[* ks
= Phone Numbers

Home Phone: cell Phane:
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Step Processing a Change Received from the Call Center
17. | From the Task list, review the task. If you created a Ready for State Review and Eligibility
Determination task for SEC, or a Reported Change task for WG3, the task will display on
the Tasks page.
Select the Reported Change Task.
A, S
@, g8
"-.,_.__I_#" Services Administration -
Tasks: PIB CASEONEG - 2000085270
Task 1D Subject Priority
1036 - State Review and Eligibility .
EIELL L W Determination - MAHN #02 gt
1036 - State Review and Eligibility :
SOOO0R2422  potarmination - MAHN #02 i
(9000048399 1068 - Reported Change ] High
Click the Task ID, which will display the Task Home page. Click Close Task under the
Options selection if you are ready to close the task.
Refer to Section 3.11.1 Creating, Parking, Forwarding,, Getting and Opening Tasks if you
need to Park or Forward the task. <insert hyperlink>
Options
Park Task Forward Task
Subject
1068 - Reported Change
Details
| Task ID: 9000043399 Status: Unreserved
recent items Priority:  High Deadline: 12/11/2007 12:39
Reserved By: Last Assigned: 12/12/2007 17:01
Time Worked: 00:00 [Change Park Deadline:
Case Home Page
Process a reported change to a case.
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8.5.3.6

Change Reported to Call Center after Business Hours

When the Call Center is closed, the IVR system provides self-service option for a caller to leave
a message to report changes. The caller is routed to a message asking her to select the type of
change she is reporting and to provide her name, Case Number, telephone number, and the
change information. Designated agents in HIP WG 3 retrieve messages each business day in
the morning and create tasks to process the change reports. The designated agents retrieve
the messages, listen to them via headsets connected to their computers, and create the tasks.

Step | Client reports change to call center after business hours.
1. | Retrieve voice mail message from the Change Reporting Mailbox.
To retrieve voice mail messages from the Change Reporting Mailbox, user(s) authorized by
Service Center managers double-click the Outlook icon on the desktop. Click Mailbox-
Report Change. The messages display as email in the inbox.
Note: as a backup method for retrieving voice mail messages, Call Center managers may
instruct designated users to dial an internal voice mail number, extension and password. In
both methods, the designated user listens to the message and creates a Reported Change
task.
Eliinbox - Microsoft Outiook
! File Edit “iew Go Toolks Actions  Help
EodNew | o % | uReply SReply toall
Favorite Folders Arranged By: Date
[ Inbox There are no items &
s Lbresd Mail!
s For Foliow L
=1 Sent Items
All Mail Falders
= 5% Mailbox - Elizabeth a.
& Deleted Items
7] Drafts
L Inbox
L@ Junk E-mail
L= Cutbox
L= Sent Items
—- —-;ﬂ'. Search-Felders
= £4 Mailbox - ReportChand
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Step

Client reports change to call center after business hours.

Open WEMS and display it on the right monitor. Also open ICES. This allows you to move
through each change message in Outlook, document it in ICES, and enter it as a task in
WFMS.

Double-click the first highlighted message in the Outlook Report Change mailbox.

View the .wav file in the body of the email. Double-click the file name to play the message.
Listen carefully to the message and capture all of the information provided.

Based on the information (and possibly a case search to identify AGs within the case or to
locate the Case Number), create a Reported Change task for HIP WG 3 if the caller has a
HIP case.

If the caller has a case for benefits other than HIP, from within that case, go to Tasks under
Left Navigation to create a Reported Change task for WG 3.

Use the work instructions for creating a task in Section 3.11.1, Creating, Parking,
Forwarding, Getting and Opening Tasks <insert hyperlink>.

In ICES, update the case record comments based on the information left on the IVR voice
mail system.

To enter Running Record Comments on the ICES CLRC screen:
v In NEXT TRAN, enter “CLRC".
v In PARMS, enter the ICES Case Number and press Enter.

NEXT TRAN: CLRC PARMS: 3000353437

Or if currently in the ICES case, use PF4 to automatically go to CLRC.

The Running Record Comments display.

{ T e e

TEST/JURGE

3437 INITIAL COMTAZT: MEG M FAKECLIENT

Lo die Ly St
09/12 /07

Under the COMMENTS section, update with all of the information the Client provided in the
change message left after business hours:

v" Name of individual reporting the change;

v" The name of the individual the change is for;

v' The type of change;

v' The daytime phone number where the person can be contacted
After all comments are added, press Enter.
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Step | Client reports change to call center after business hours.
8. | The following question displays:
Do you want to update this (Y/N)? :

If the comments entered are correct and need to be added to the case record, press “Y” for
yes. If the information should not be added to the case record, press “N” for no. However,
since this is a new change, “N” should not be selected at this time.

9. | After updating the case record comments in ICES, create a task for the appropriate
workgroup.
Refer to Section 3.11.1, Creating, Parking, Forwarding, Getting, and Opening Task <insert
hyperlink> for creating a Task.

10. | Close the Media Player software screen. Click the “Delete” button on your Outlook e-mail
box and go to the next message.

11. | Repeat Steps 3-10 for each message.
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8.5.3.7

Change Reported by Fax or Mail

Changes reported by fax or mail from a Client, applicant, authorized representative or a third
party for a HIP case include the Report of Change-Healthy Indiana Plan, the Healthy Indiana
Plan POWER Account Payment Status form or some other written document from a HIP
recipient to report a change. The document is scanned by the Document Center and becomes
a task for the ES in HIP WG 3. If the document is not indexed, then it is routed to the HIP Non-
Indexed Document work queue and processed by HIP WG 8. These tasks may also go to the
“general” Non-Indexed Document work queue. After indexing the document, the EA forwards
the change document to the ES in HIP WG 3. If the EA in the HIP WG 8 determines the
document should be indexed to a non-HIP case, she will complete the indexing and forward the
task to the appropriate non-HIP work queue.

Procedures for processing the Healthy Indiana Plan POWER Account Payment Status form are
contained in Section 8.5.3.1, Health Plan Reports HIP Recipient Has Paid POWER Account
Contribution <insert hyperlink>, Section 8.5.3.2, Health Plan Reports Conditionally Approved
HIP Applicant Has Not Paid POWER Account Contribution <insert hyperlink>, and Section
8.5.3.3, Health Plan Reports Change Due to Eligible HIP Recipient Non-Payment of POWER
Account Contribution <insert hyperlink>. The following steps are for processing all other
changes reported by fax or mail.

Step Change Reported by Fax or Mail
1. | From the Task Home page in WFMS, retrieve the task.
. = Task Home Help
Close Task Park Task Forward Task
1068 - Reported Change
'
Task ID: 9000050081 Status: Unreserved
 recentitems 8 Priarity: High Deadline: 12/12/2007 16:39
: Reserved By: Last assighed:  12/12/2007 17:01
Time \Worked: 00:00 [Change Park Deadline:
'
Case Home Page
Process a reported change to a case.
2. | The task is displayed as Reported Change. Review the information provided.
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Step Change Reported by Fax or Mail

|

e The Subiject lists the type of task that was received. The task is listed as Reported
Change.

Task Instructions

e The Tasks instructions for “Reported Change” are process the reported change.

4. | Check to see if there are documents attached to the case based on the change that was
reported.

5. | Click Case Home page link under Supporting Information.

| Supporting Information

[CEISE Home Page j
Participant Home Page

e The next screen to display is the Case Home page.

6. | Onthe Case Home page, click Documents from the left Navigation bar.
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Step Change Reported by Fax or Mail
7. | From the Documents Page, review the change report documents that have just been
received.

e If the change document is a Report of Change-Healthy Indiana Plan, review the
information including whether the Client indicates she is requesting a recalculation of
her POWER account contribution.

Mail or Fax Completed Fonrm to: Hame of caze Caze number
FSSA Document Center
P.O. Box XXXX Addrez= (number and name, oy, state, ZIP code] Telephone number where wou can
Marion, IN XXXXX '(’e ’eaghe‘*
Fax #: 18X XXX XXX
Your Social Security number iz being requested by this State agency in accordance with 45 CFR 20552, 7 CFR 2736, and 42 CFR 435910,
The infarmation ohtained on this form iz confidential under state andfederal reculations, including 470 [AC 1-2-7, 470 |AC 1-3-1, 470 |AC 6-1-1, 405 1&C 1-
1-12, 45 CFR 20550, 7 CFR 272.1(c), and 42 CFR 431 .300. This information will not be released except a= permitted or required by law or with the
conzent of the applicanttecipient.
ALL CHAHGES MUST BE REPORTED WITHIH 10 DAYS.
1. CHANGE OF ADDRESS
| Flew addre=z=z (number and street, city, stae, 210 code) Telephione number Oate mowed
{ l
2, CHAHNGE OF PEOPLE IH YOURHOUSEHOLD
Mame of Person In Out | Date of Birth Social Security hNumber Diate of Change
O O
EREN
o O
3. CHANGEIN SOURCE OR AMOUNT OF EARHED INCOME
Thiz includes new employmert, raizes, promotions and access to employer sporsored healtth insurance.
Mame or perzon Type of change Does thiz employer offer Health Tnsurance™ Date of change
O ves o
Flace of employment =tart date HourTy wage | Expectedweekly houwrs ofwark
1 |
4. DO YOUWANT US TO RECALCULATE VOUR CONTRIBUTION AMOUNT TO THE HIP COVERAGE? [] ves [Jno
Hote: vou are allowed one Recalculation in & 12-month period relsted toincome from the same job or loss of a joh.
Thiz ingludes child support, Social Security, S5, unemployment, %4 benefits, wtility checks, contributions, financial aid, etc.
Mame of person Type of change Date of Change
Mewy amount Frequency of amount. [0 Monthly  [OWeekly O Cther
§ If Cther, Specify:
6. HEALTH IHNSURAHNCE: Does anyone in the household have heakh inswrance coverage i\cltulim_h'leclicnle? (Dq Hot List Medicaid)y
Mame of Perzon Covered Inzurance Company gfnlgp[}]\luur:n?gr' Rolicy:ar; ggtveerage e
T. PREGHAHNCY: Is anyone in the househokl pregnant?
Mame of Person Dt Social Security Mumber Dete:nk ExpectedilsNumberr
Birth ¥ Delivery Bahies Expected
8. OTHER CHAHNGES
9, Do you expect the changes you have reported to continue beyond this month? [ ves [ Mo
[f no, please explain:
Signature Date (morth, day, year)
Telephone number where you can be reached: ocial Security Mumber
( ]
g. | If the client is requesting a recalculation, refer to Section 8.5.3.5 Processing a Change
Received from the Call Center, Steps 4 — 16, <insert hyperlink>.
ONLY if the client is not requesting a recalculation, go to Step 9.
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Step Change Reported by Fax or Mail

9. | For a client who is not requesting recalculation, update the appropriate ICES screens,
based on the information contained in the Report of Change-Healthy Indiana Plan form or
another document submitted by the Client. Identify missing or incomplete information in
ICES with a ?.

If the recipient is receiving any other program benefits in addition to HIP and the change
would affect the non-HIP case, create a Reported Change task from within the non-HIP
standard case to be processed by (non-HIP) Changes WG3.

10. | Document the change report in CLRC, including the fact that no further action is being
taken because the client is not requesting a recalculation.

11. | The task is now complete. To close the task, refer to 8.5.3.5 Processing a Change
Received from the Call Center step 16 SInNSerthyperink>

8.5.3.8 Request to Change Due Date of Solicited Documents

Client requests an extension to submit the verifications necessary to complete the processing of
her case. A Due Date Extension Request task is received in the HIP Changes work queue to
process the request to change the due date.

Step | Client requests change in due date of solicited documents

1. Retrieve a task from the User Home page. Click Task to review the task information, which
is Due Date Extension Request.

Workflow

Get Mext Task

My Tasks
ask Case 10 Document  Task Narme Status Eriority Due Date
2. The information received on the User Defined task is that an individual has requested an

extension on the due date for solicited documents.
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Step

Client requests change in due date of solicited documents

In WFMS, select Solicited Documents Requests from the left Navigation bar.

and Social

5 Administration

O Applications
QO Documents

O Members

O Addresses

QO Phone Numbers

O Pending Verification
Checklist

QO Data Collection
Checklist

QO Second Party Review
Checklist

O Change Checklist

O Solicited Documeiits
Requests

O Correspondence
O Motes
O Asset/Trust Review

Review the list of pending solicited documents.

Solicited Documents Requests E
Action Solicited By Correspondence Name Verification Client Mail Date  Due Date  Receive
View | Edit Ali Bippen  Pending Veri i for A ipie Identity HIP CASEONES 12/6/2007 12/8/2007

Notificacion de la Exigencia de Proporcionar Documentacion de
Ciudadania

O Applications.
O Documents
O Members View |Edit Ali Bippen
O Addresses
O Phone Numbers
O Pending Verification

Checklist
O Data Collection

Checklist

O Second Party Review
Checklist

HIP CASEONES 11/29/2007 1/13/2008 12/6/2!

O Change Checklist

O Solicited Documents
Requests

¢ If the client can be given more time to submit the pending documents, go to Step 6.

¢ |f the client cannot be given more time to submit the pending documents, go to Step 7.
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Step

Client requests change in due date of solicited documents

Update the due date for the solicited document(s) that the individual has requested an
extension for by selecting to Modify the due date of the solicited documents.

Solicited Documents Details Help

B Correspondence Details

Pending Yerifications for 1/7/2008
Applicants-Recipients

Status: Pending Received Date:

{ | Comments

Sam regquested an extension on due date due to inclement weather, he agreed that an additional 3 days
would give him enough time to get his copy of his birthcertificate faxed in.

Correspondence Mame: Due Date:

[ Delete ][ cCancel |

e Skip to Step 8.

If an extension cannot be given for the solicited document(s), call the requesting individual
and explain why the documents must be submitted by the due date. Also, explain what the
results may be if the information is not received by the due date.

Once the due date has been updated or the extension has been denied, update the case
record comments in ICES.

In ICES, enter the Running Record Comments on the ICES CLRC screen:
e In NEXT TRAN, enter “CLRC".

¢ In PARMS, enter the ICES Case Number and press Enter.

NEXT TRAN: CLRC__ PARMS:

Or if currently in the ICES case, use PF4 to automatically go to CLRC
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Step | Client requests change in due date of solicited documents

10. The Running Record Comments will display.

CLRC RUNNING RECORD COMMENTS 12/13/07 09:39
T4970L L REFM/STEIN

COMMENTS TYPE: GEMNERAL
COUNTY: 27 CASE: 2000087508 INITIAL CONTACT: SAM SPADE

ENTERED  USERID COMMENTS

12/13/07 T49701 Sam requested a 3 day extension to his deadline due to
inclement weather. He agreed that he could get his copy of
a birth certificate faxed in by 1/7.

e Under the COMMENTS section, update with all activities completed for the task and
the new due date of the documents, if this was done, or the reason the extension
request was denied.

e After all comments are added, press Enter.

11. The following question displays:

Do you want to update this (Y/N)? :

e If the comments entered are correct and need to be added to the case record, press “Y”
for yes.

e If the information ought not to be added to the case record, press “N” for no. However,
since new comments were added, “N” is not selected at this time.

12. The task is now complete. To close the task:
e Return to the WFMS Task Home page.

e Click Close Task.

navigation 2 S TaskHome o TTRea )

. Options
O ! i Bark Task Forward Task

= Subject

Process Change

For more detailed instructions on closing a task, refer to 8.5.3.5 Processing a Change
Received from the Call Center. Step 16. <insert hyperlink>

8.5.3.9 Changes Generated from ICES Alerts to Tasks

The following sub-sections detail the tasks generated which relate to maintaining cases and the
steps for processing each type of task generated from an ICES Alert.

8.5.3.9.1Processing Data Exchange Tasks

Data Exchange (DE) tasks are created from ICES data exchange alerts. Data Exchange is a
system used to report changes such as earnings when someone has started a new job, change
in Social Security Income, a change in Medicare coverage, child support received, etc. These
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are tasks generated which relate to maintaining a HIP case and steps for processing the task
generated from an ICES Data Exchange alert. Table 1.2 lists the DE alerts that may be
received on a HIP recipient and includes instructions to complete when the DE alert task is

received.

Table 1.2 Data Exchange Alert

Data Exchange Alert

Task Instruction for
Target Workgroup

Target Workgroup

Target Queue

352 — Prisoner Match, Review DEPM to guarantee HIP Changes WG (3) HIP Data

Check DEPM, DECT match is for the correct Exchange
person. Send discrepancy

?eneéate_d Ivahen (jata notice/2032 or contact Client

rom doq?j' eicunty by phone. Complete DECT

Feg.ofds I?hlcak? upon resolution. Update

Indivi uat gs een CLRC. Send case to state for

Incarcerated. eligibility review, if needed.

364 — SSA Reports Review DENB with RID HIP Changes WG (3) Changes

Individual Deceased, number, change living type on

check DENB AEIDC to 05 using date from
DENB, update ICES case

et mavaal | 1S, s o St o

is deceased and ICES Eligibility Review.

has that person in an

open case.

804 — Numident Review data on DENB with HIP Changes WG (3) Changes

Discrepancy, Multiple
SSN, DENB

Generated when
Numident match was
processed and SSA has
identified individual as
having multiple SSNs in
history.

data on AEIID and vital
records associated with case.
If there is an issue, send
notice to Client, run AEABC,
update case notes, return to
gueue until documents
received. Update case and
notes when documents
received. Send case to state
for review of eligibility.

If you do not need to send
documents, simply update
case notes and send to state
to review eligibility.

The following work instruction details the steps needed to complete DE alert tasks that come

from Data Exchange.

Step

Processing Data Exchange Alert Tasks

1.

From the User Home page in WFMS, retrieve a new task either from Get Next Task or a task
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Step

Processing Data Exchange Alert Tasks

from the list under the My Tasks heading.

Workflow

Get Mext Task

My Tasks

[ ask ] Case 10 Document - Task Name Status Priority Bue Date

If already working in WFMS, the next task to be worked will appear on the Task Home page.

The task displays in the Subject heading on the Task Home Page.

N

5 A~

Task Home Help

Close Task Park Task Forward Task

Alert Number: 422, RUN AEABC & AUTHORIZE - DEATH.

: Task ID: 9000027661 Status: Unreserved
recent items ) = Rriarity: Deadine; 10/17/2007 16:44
Reserved By Last Assigned: 12/12/2007 16:58
Time Worked: 00:00 [Change Fark Deadline;

Primary Action Supporting Information

Case
Farticipant

Task Instructions

Run AEABC, Update ICES Case Notes, Send to State for Eligibility Review

Review the Subject and Task Instructions on the Task Home page.

e The Subject is shown in the following format: ICES Alert ### (example 804) and the name
of the alert.

Task Instructions

e The Task Instructions are specific to each type of task (converted from an alert). Each
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Step | Processing Data Exchange Alert Tasks
category of a Data Exchange task differs in the way it is processed and by whom.
The task instructions also include the screens in ICES to review for the changed information or
refer to Table 1.2, Data Exchange Alerts <insert hyperlink>

4. In ICES, review the Data Exchange Menu (MNDE) to determine what information is needed to
access the DE screen listed in the task.

S. In the ICES case related to the task update as much information as possible. Use Table 1.2,
Data Exchange Alerts <insert hyperlink> to determine which screens need to be updated and
what fields to update.

6. Once the screens have been updated with the information received with the task, run
AEABC.

7. After running AEABC, review the pending information on ICES screen AEPND: Pending Data
for Eligibility Decisions.

ELIGIETLITY DECISIONS
: C TEST/IURGE
NT EMD DATE

8. In WFMS under the Case Home page, select Pending Verification Checklist from the left
Navigation bar link if additional verification is needed from the client. If no additional verification
is needed, skip to step 10.
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Step | Processing Data Exchange Alert Tasks

O Members
_D'Phuﬁe:-Numl:iq:.r_s

O Pending Verification |
. Checklist

'O Data Collection

e __[:-l_'_leck{_is;t

d Documents
e _E:Z.d rrespondence
o N'ﬂtfﬁs' :

2 Trust Review

0 I-il:a-;ne_ t Recovery

9. Use the work instructions from Sending Notices on Creating Correspondence in the WFMS for

sendinﬁ a Pendinﬁ Verification Notice and ani other needed documents to the Client. Refer to
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Step

Processing Data Exchange Alert Tasks

10.

From the Left Navigation select Change Checklist.

O Home

O Applications
O Documents

O Members

_ ':! ﬁ.di:h"e_'_s_s:hﬁ__
D-Phune Numbers
OPending 'lnl'erlﬁcatlnn

‘Ehecklist :

O Data [nllectmn
[heckllst

O Second Par_t'r Rewe-.u.'.

Ehecklist

el [hange [‘heckllst |

D Eulu:lted Documents :
Requests i

0 Eurrespundence

iy MNotes

=0 .ﬁsset}’Trust Rewew

0 Beneflt Recuuery
O Tasks
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Step

Processing Data Exchange Alert Tasks

11.

The Change Checklist now displays. Put a check in all the boxes under Checklist Items that

0 Pending ¥erification
Checklist

0O Data Collection
Checklist

O Second Party Review
Checklist -

0 Change Checklist

0 Solicited Documents
Requests

O Correspondence

O Notes.

recent items

have been completed and Save.

Pead Previous Checklist

Pead Current Checklist

Complete

=

FTEEEEEEEREBEEE

Checklist Datails

Type: Change Checklist
Checklist: 1of 1

Application/Redetermination Cheange Ghecklist for:

[] cCategory

(LY

HIP Medicaid for Non-Caretaker

Checklist Items
M

EEEHEEEREIE

= =

Checklist Item

Change data entered and values reconciled/updated in 1CES

Case notes regarding change entered in ICES

Search conducted to determine if new individual(s) known to system

Reconciled individual(s) found in search with similar/same name or sama 55N
Required Data Broker request submitted {required when Adult added for designate
Data Broker infarmation reconciled (N/4 if required Data Broker item is N/A)

For Adult cases, if asset trust prasent, Asset Trust task initiatad

For Disability cases with Progress Report due, Social Summary completed (Form 2.
Asset Trust Review caompleted (N/4 for HIP and HHW)

Search performed for all outstanding tasks and completed as appropriate

Search completed for all outstanding verifications and infarmation processed for a
Required verifications evaluated for completeness

Requires State processing before Adverse Action Date (N/A for HIP)

Case recording entered in ICES for chanae activities comoleted
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Step

Processing Data Exchange Alert Tasks

12.

If no verification has been requested or when requested verification has been received, it will be
necessary to complete the checklist. The completion of the checklist and clicking on Save
initiates a Ready for Review of Eligibility Determination task for an SEC.

Requires State processing before Adverse Action Date (M/A for HIP)

3]

Case recording entered in ICES for change activities completed
FIAT Authorization Needed
HIF Cnly - Update of AEHIP for POWER Account Payment Status completed

HIF Cnly - Recalculation not allowed. Document and update AEHIP as appropriate

O00O0F® O
B E E E

HIF: HIP client failing due to pregnancy. Create manual task to W2 for create applic

Override Checklist

Reason Required: Check a reason below or enter comments

l Fecipient failed to return reguired verification{s)

| Recipient requested case closure

Comments

§Case processing is complete and case is ready to be authorized |

[ save || cancel ]

13.

Return to ICES and in the NEXT TRAN field; enter “CLRC” in the PARMS field, enter the ICES
Case Number and press Enter.

NEXT TRAN: C _ PARMS:

Or if currently in the ICES case, use PF4 to automatically go to CLRC
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Step

Processing Data Exchange Alert Tasks

14,

The Running Record Comments will display.
RUMMING RECORD COMMENTS

3437 INITIAL CONTACT: MEG M FAKECLIENT

Under the COMMENTS section, update with the information from the Data Exchange task such
as:

¢ What information was updated

e What information was found

e For whom the Data Exchange alert was for
e If any pending verifications were requested

e When the information is due back

After all comments are added, press Enter.

15.

The following question displays:

Do you want to update this (Y/N)? :

e If the comments entered are correct and need to be added to the case record, press “Y” for
yes.

e If the information entered is incorrect and should not to be added to the case record, press
“N” for no.

16.

The task is now complete and needs to be closed. To close the task:
¢ Return to the WFMS Task Home page.

e Click Close Task.

navigation F

s Options
O ! : Park Task Forward Task

2 Subject

Process Change

For more detailed instructions on closing a task, refer to 8.5.3.5 Processing a Change Received
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Step | Processing Data Exchange Alert Tasks
from the Call Center. Step 16. <insert hyperlink>
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8.5.3.9.2 Processing ICES Alert Tasks

ICES alert tasks are created from ICES alerts that are converted to WFMS tasks through the
nightly batch interface from ICES to WFMS. There are a limited number of ICES alerts that
create tasks for HIP cases. Alerts related to appeal hearing activities on HIP cases will be
assigned automatically to the Hearings queue.

ICES Alert tasks 209, 221, 318 and 384 initiated on a HIP case will be assigned automatically
to the HIP Changes queue and are generated to report a change or potential change so the
case record can be reviewed and updated based on HIP program policy. Table 1.3 lists the
ICES Alerts that may be received on a HIP recipient and includes instructions to complete when
the DE alert task is received.

Table 1.3 ICES Alerts

ICES Alert Task Instruction for Target Target Workgroup Target Queue
Workgroup
209 — Run AEABC - TPL Review AEFMC, verify information | HIP Changes WG (3) HIP Data
Updated with Client. Run AEABC and Exchange
document CLRC then forward to
_Generatgd v_vhen TPL state for eligibility review.
information is entered for
Client into ICES.
221 - Run AEABC - TPL Review AEFMC and any HIP Changes WG (3) HIP Data
for HIP Updated documents in WGFMS that verify Exchange
the TPL coverage currently found
in the case. Request any
additional information from the
Client and update AEFMC as
appropriate. Send to SEC to
Review for Eligibility
Determination when completed.
318 — Age 65 Run AEABC | Review case, run AEABC. HIP Changes WG (3) HIP Data
to change MA. Category will change to MA A. Exchange

Generated from system
determination HIP Client is
turning age 65 and will
convert to MA A.

Document in CLRC, then forward
to state for eligibility
determination.

384 — Individual Has
Medicare Part B and No
AEFMC.

Generated when individual
Part B coverage.

Review DEBN. Enter Part B
information on AEFMC.
Document into CLRC and pass on
to state for eligibility
determination.

HIP Changes WG (3)

HIP Data Exchange

Note: The following ICES alerts for Hearing related activities on HIP cases create tasks for the general Hearings

Workgroup
311 — Hearing Decision Review screen HEDE and refer to | Hearings WG (7) Hearings
Completed, Review HEDE | Hearings Officer instructions for
G ted when Heari processing case. Document
enerated when Heanngs | ) rc and send to state for
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ICES Alert

Task Instruction for Target
Workgroup

Target Workgroup

Target Queue

enters decision into ICES.

eligibility review.

309, 310 — Request for Review HERQ to determine what | Hearings WG (7) Hearings
Fair/ Administrative the hearing is for. Contact Client
Hearing. Screen HERQ. for pre hearing conference and
G ted wh document result in CLRC.
enerated when an Prepare hearing packet, as
appeal request is entered needed
into HERQ. '
651 — Hearing Decision Update case notes. Hearings WG (7) Hearings
Due in 14 Days, HEIQ
Generated to remind user
that a hearings decision
will be due.
652, 653 — Hearing Update case notes, prepare Hearings WG (7) Hearings
Scheduled/Rescheduled, hearing packet, schedule pre
HESC hearing conference with Client
Generated when a hearing ﬁggrzianpgpear as representative at
is scheduled on HESC or '
changed.
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The following work instruction details the steps needed to complete DE alert tasks that come
from Data Exchange. These changes are unrelated to the POWER account recalculation and
fall within the changes that must be processed per the task instructions.

Ste
p

Processing ICES Alert Tasks

1.

From the User Home page in WFMS, retrieve a new task either from Get Next Task or
from the list of tasks under the My Tasks section.

Workflow

Get Mext Task

My Tasks
ask Case D Document  Task Mame Status Eriotity Due Date

If already working in WFMS, the next task to be worked will appear on the Task Home
page.

The task that displays in the Subject heading is from the Mass Change Alert work
queue.

Task Home | Help

Close Task Park Task Forward Task

Process Change

Details

Task ID; S000025164 Status: Unreserved

Priarity:  Medium Deadline: 9/14/2007 01:00
Reserved By, Last Assigned: 9/13/2007 07.08
Time Worked: 00:00 [Change Park Deadline!

Primary Action Supporting Information

Case Home Page
Participant Home Page

Task Instructions

Process a Change to a Case,

Review the Subject and Task Instructions on the Task Home page.

Subject
o The Subject of the task is: ICES Alert ### (example 209) and the name of the alert.

Task Instructions

e The Task Instructions shown are specific to the alert that is represented as a task.
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Ste Processing ICES Alert Tasks
p
Each type of Alert task is different in the way it needs to be processed and by whom.
e The alert may also include the ICES screens to check that display information
related to the alert.
4. After reviewing the ICES screens as indicated by the instructions for the alert task
received, initiate AEABC.
e Inthe NEXT TRAN field, type “AEABC".
¢ In the PARMS field, type the Case Number that the task is for and press Enter.
NEXT TRAN: AEABC PARMS: 3000353437
S. Once AEABC has been processed, document the task and the actions taken associated
with the task in the ICES case notes on CLRC: Running Record Comments.
6. To enter Running Record Comments on the ICES CLRC screen:
e In NEXT TRAN, enter “CLRC".
e In PARMS, enter the ICES Case Number and press Enter.
", 1 1 - 5 =5 ? A= =7
NEXT TRAN: CLRC PARMS: 3000353437
Or if currently in the ICES case, use PF4 to automatically go to CLRC.
7. The Running Record Comments will display.
RUNNING RECORD COMMENTS
Under the COMMENTS section, update with the information related to the mass change
task, such as:
e What the task was
e Who the change effected
e Any pending information that was requested
e When the information was requested
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Ste Processing ICES Alert Tasks
p
e When the information is due back
e Any actions taken related to the task
After all comments are added, press Enter.
9. | The following question displays:
Do you want to update this (Y/N)? :
e If the comments entered are correct and need to be added to the case record, press
“Y” for yes.
e If the information ought not to be added to the case record, press “N” for no.
However, since this is a new change, “N” is not selected at this time.
Return to WFMS and on the Case Home page from the left Navigation bar, select
10. | change Checklist.
[ ]
s
' e
[ ]
[ ]
[ ]
[ ]
0 )
o
..‘ 0
[ ]
-
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Ste Processing ICES Alert Tasks

Complete as much of the Change Checklist as possible. Once this has been updated,
11. | close the checklist and return to the Case Home page. The completion of the checklist
initiates a Ready for Review of Eligibility Determination task for an SEC.

[ Change Checklist: HIP CASEENDTHREE - 2000086070
O Documents
O Members
O Addresses
0 Phone Numbers Read Previous Checklist Read Current Checklist Create Checklist
O Pending Verification | | Checidist Details
Checklist ;
0 Data Collection Type: Change Checklist Status:
Checklist Checklist: 0of 0 In Prograss/Completed: 0/0
O Second Party Review = i :
Checklist it Application/Redetermination Cheange Checklist for:
O Change Checklist [] Category Sequence Payee St
0 ::i'cuﬁm [] HIP Medicaid for Non-Caretaker 01 P
0 c?m“dme Checklist Items
I ;
Uit : . Complete  N/A Checklist Item
0 Asset/Trust Review . .
0 Benefit Recovery O Change data entered and values reconciled/updated in ICES
O Tasks 0 Case notes regarding change entered in ICES
O O Search conducted to determine if new individual(s) known to system
O O Reconciled individual(s) found in search with similar/same name or same SSN
O O Required Data Broker request submitted (required when Adult added for designate
recent items O O Data Broker information reconciled (N/A if required Data Broker item is N/A)
N 0 For Adult cases, if asset trust present, Asset Trust task initiated
O O For Disability cases with Progress Report due, Social Summary completed (Form 2
O O Asset Trust Review completed (N/A for HIP and HHW)
O Search performed for all outstanding tasks and completed as appropriate
O O Search completed for all outstanding verifications and information processed for
O O Required verifications evaluated for completeness

=
|

Requires State processing before Adverse Action Date (N/A for HIP)

12 To complete the task, refer to 8.5.3.5 Processing a Change Received from the Call
Center, step 16. < >

8.5.3.10 Processing a Change Resulting In HIP Closure Due to Eligibility for Medicaid

Based on HIP program policy, certain changes will result in ineligibility for HIP. Updates to
information on the ICES screen AEHIP may result in the recipient no longer being eligible for
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HIP. These may also occur when processing tasks created by ICES Data Exchange alerts see
Table 1.2, Data Exchange Alerts in Section 8.5.3.9.1, Processing Data Exchange Tasks <insert
hyperlink>.

If a HIP recipient reports she is pregnant, entry of that information in the ICES HIP case will
result in the pregnant woman no longer being eligible for HIP. When this occurs, Medicaid
coverage for the pregnant women is created in an existing or new non-HIP case. If a HIP
recipient becomes eligible for another category of Medicaid such as MA D, the client is no
longer eligible for HIP. Similar actions occur when ICES alert 318 creates an Age 65 run
AEABC to change MA cat task for a HIP recipient see Table 1.3, ICES Alerts in Section
8.5.3.9.2, Processing ICES Alert Tasks <insert hyperlink>.
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Step

Processing a Change Resulting in HIP Closure Due to Eligibility for Medicaid

Review the change report documents that have been received or the Data Exchange tasks
instructions.

~ Documents: PIB CASEONEG - 2000085270 [ Hely
: ( Search Non-Indexed Documents | [ Attach Document |
i
: Action Document Tipe ngﬂiment Client Receipt Date  Status ?;'mﬂ
- hame D
L Yigw | Edit Yital Statistics BLth HIP 11/28/2007  Received 0000029705
. —— Certificate  CASEONEG
A Healthy
Healthy Indiana Indiana Plan  HIF .
. e e e [ [
[HIF}
. ; . L Marital HIP :
(] e
, YWiew |Edit Yital Statistics Record CASEONEG 11/28/2007  Received 2000029705
0 | : Social
E . . ; Security (S5) HIP :
. Wiew |Edit Incaome T CASEONEG 11/28/2007  Received 0000029705
A documents
0 ; Unlknown HIP .
: YWiew |Edit Documents Unknown CAEEONEG 11/28/2007  Received 9000029705
: i et Tc'lmer HIp
0 Wiew |Edit Account m aSEONEG 12/1/2007 Received 0000029705
Payment Status
Status
: ; HIP Client HIP :
YWiew [Edit itias CASEONEG 12/1/2007 Received 0000029705
Yiew | Edit Yital Statistics : E8 12/1/2007 Reviewed 0000029705
SRR Certificate CASEONEG

2. Retrieve the case in ICES.
e In NEXT TRAN, enter AEHIP or AEIID if the change is pregnancy for a HIP recipient
e |In PARMS, enter in the ICES Case Number.
If the change affects any fields on AEHIP, enter the new information in the appropriate field.

3. If the change being processed is for a HIP recipient who is now pregnant you will also need to
enter Y in the PREG? Field on AEIID. Additional details regarding the pregnancy will be entered
on AEIPI.

4. In ICES, update the case record comments based on the information related to the task and the
documents that were received.

To enter Running Record Comments on the ICES CLRC screen:
e In NEXT TRAN, enter “CLRC".
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Step Processing a Change Resulting in HIP Closure Due to Eligibility for Medicaid
e In PARMS, enter the ICES Case Number and press Enter.
NEXT TRAN: CLRC PARMS: 3000353437
Or if currently in the ICES case, use PF4 to automatically go to CLRC.
S. The Running Record Comments display.
CLRC RUNNING RECORD COMMENTS 12/13/07 15:22
T49701 L REFM/STEIN
COMMENTS TYPE: GENERAL
COUNTY: 27 CASE: 2000085148 INITIAL CONTACT: HIPPY CASETWOL
ENTERED ~ USERID COMMENTS .
12/13/07 T4970L Hippy Casetwol reported and verified that she 1s pregnant,
She s no Tonger eligible for HIP. A new case #20000851
Hoosier Healthwise for Pregnant Women has been created for
Hippy Casetwol. HIP case eligibility ends 12/31 and HHW elig
12/13/07 T49701 starts 1/1/07.
Under the COMMENTS section, update with the information regarding:
e Date the change was reported
e Who reported the change
o All verifications received
¢ All updates made to the case related to the reported change
e Any change in possible eligibility of the HIP program If a new case has been created for
the individual in WFMS and ICES in order to open an Eligibility case for the Client as
she is pregnant and needs to now be on Hoosier Healthwise for Pregnant Women
e The ICES Case Number of the new case created
e If the Client was receiving any other benefits indicate with case is open in ICES and
when the Client was added to that case.
6. The following question displays:
Do you want to update this (Y/N)? :
e When the comments entered are correct and ready to be added to the case record, press
“Y” for yes.
¢ If the information ought not to be added to the case record, press “N” for no. However,
since this is a new change, “N” is not selected at this time.
7. If the HIP case or AG must be closed due to the pregnancy of the HIP recipient, refer to the
work instructions in Section 3.5.3.11 Creating an Application Case <insert hyperlink>; create a
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Step Processing a Change Resulting in HIP Closure Due to Eligibility for Medicaid
new Application Case in WFMS and ICES for the individual. Skip to step 12.
If the individual already has an open Eligibility case in ICES, then add the pregnancy to that
case following the instructions from Section 3.5.4.8 Add a New Program <insert hyperlink>.

8 Follow the work instructions in 8.5.3.5 Processing a Change Received from Call Center, steps

10 — 17. <insert hyperlink>

8.5.3.11 Processing a Change Resulting in HIP Ineligibility

Certain reported changes result in closure of a HIP case without Medicaid eligibility. Qualifying
events that would result in closure of HIP are:

Member moving out of state.

Death of a member.

Member gains access to health insurance or acquires Medicare.
Member attains age 65.

Step

Processing a Change Resulting in HIP Ineligibility

From the User Home page in WFMS, retrieve the task.

Click the Task. The system navigates to the Task Home page. The task displayed
is Reported Change.

The task instructions are: Process a reported change to a case.

Close Task Park Task Forward Task

Subject
1068 - Reported Change

Task ID: 9000050081 Status: Unreserved

Priority: High Deadline: 12/12/2007 16:39
Reserved By: Last Assigned: 12/12/2007 17:01
Time Worked: 00:00 [Change] Park Deadline:

Primary Action Supporting Information|

Task Instructions

Process a reported change to a case.
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Step

Processing a Change Resulting in HIP Ineligibility

Click the Case Home Page link under Supporting Information.

| Supporting Information

(CEISE Home Page j
Participant Home Page

The Case Home page is displayed.

From the Case Home page, click Documents on the Left Navigation Bar.

[ravigaion—— SRS
O Case Home: HIP CASEENDTHREE - 2000086070

Options

Review Asset/Trust Process Benefit Recovery Generate Internal Cover Sheet
Submit Case for Authorization Submit Change for Authorization

Details

Status Date: 12/1/2007 Redetermination Date:
Status: Pending

CaseName

Full Name: HIP CASEENDTHREE Social Security Number: 555-55-0003
Date of Birth: 5/1/1989

105 CAMERON RIDGE RD
Home Address: INDIANAPOLIS, Indiana 46253 Mailing Address:
Marion

Phone Numbers

Home Phone: Cell Phone:
Work Phone:

Assistance Groups

Action Type Authorized Rep Status
View Healthy Indiana Plan (HIP) Pending

Next Appointment
Date Subject Location
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4. On the Documents page, check to see if any documents have been provided to
support the change document.

PIB CASEONEG - 2000085270

(search Non-Indexed D ts | (Attach D t)
Action Document Type Document Name Client Receipt Date Status Related Case 1D
View | Edit Vital Statistics Birth Certificate HIP CASEONEG 11/28/2007 Received 9000029705
View | Edit Hisclthy Indiana Plany, (Healthe Tndisha BERL |\ 0 o r e 11/28/2007 Received 2000029705
S Documents Application {HIP S e
View | Edit Vital Statistics Marital Record HIP CASEONEG 11/28/2007 Received 9000029705
View | Edit Income Social Security (S5} 1y cagEonEG 11/28/2007 Received 9000029705
S income documents e e e
View | Edit Unknown Documents Unknown HIP CASEONEG 11/28/2007 Received 9000029705
= . HIP Power Account HIP Power Account
View | Edit Payment Status Rt S HIP CASEONEG 12/1/2007 Received 9000029705
- & C
View | Edit HIP Client Notice HIP Client Report 3\ p caseonee 12/1/2007 Received 2000029705
Change
View | Edit Vital Statistics Birth Certificate PIB CASEOMEG 12/1/2007 Reviewed 9000029705
View | Edit Income Emplover Statement PIB CASEONEG 12/1/2007 Reviewed 9000029705
i =0Cial securty Card
View |Edit vital Statistics ffg'f:j‘csfec””t Card pig caseonEs 12/1/2007 Reviewed 9000029705
General Document
View | Edit Correspondence Cover Sheet PIB CASEOMNEG 12/7/2007 Accepted 9000029705
{English}
View | Edit Income Pay Statement PIB CASEOMNEG 12/7/2007 Accepted 9000029705
View | Edit Income Pay Statement PIB CASEOMEG 12/7/2007 Received 2000085270

5. | Retrieve the case in ICES.
e |In NEXT TRAN, enter AEHIP.

e |In PARMS, enter in the ICES Case Number.

NEXT TRAN: PARMS .

If the change affects any fields on AEHIP, enter the new information in the
appropriate field.

6. | Navigate to and update any other screens in ICES relevant to the changed
information. Examples would be to access AEICI to enter a new address, AEIDC to
record death of a member or AEFMC to enter insurance or Medicare information.

After completing the necessary screens, run AEABC to propose closure.

Indiana Eligibility Modernization Project Page 8.5-59 Version 1.4

February 29, 2008 Volume 4. HIP SSPM



7. In ICES, update the case record comments based on the information related to the
task and the documents that were received.

To enter Running Record Comments on the ICES CLRC screen:
e In NEXT TRAN, enter “CLRC".

¢ In PARMS, enter the ICES Case Number and press Enter.

NEXT TRAN: CLRC PARMS: 3000353437

Or if currently in the ICES case, use PF4 to automatically go to CLRC.

8. | The Running Record Comments display.
E??QZEH&&D o || o2 |EH|ar | K2

CLRC RUNNING RECORD COMMENTS 12/14/07 12:04
V00409 J REF/LOCKE

COMMENTS TYPE: GENERAL
COUNTY: 27 CASE: 2000085882 INITIAL CONTACT: HIPPY CASETWOU

ENTERED USERID COMMENTS

12/14/07 v00409 on 12/13/07, it was reported by her daughter that the client
has passed away. Case will be closed due to no more eligible
members in the HIP assistance group. Provided obituary as a
verification of death._

12/14/07 wv00409

12/14/07 wv00409

NEXT TRAN:

Under the COMMENTS section, update with the information regardlng
¢ Date the change was reported
e Who reported the change
e All verifications received
e Reason the case was closed.

9. | When you press Enter, the following question displays:

Do you want to update this (Y/N)? :

e When the comments entered are correct and ready to be added to the case
record, press “Y” for yes.

10. | If the necessary verification to provide proof of the change is in the case, go to Step
11.

If documents are needed to provide proof of the change, please refer to:

<Insert Hyperlink> HIP Work Instructions 8.5.3.5, Processing Changes Received
from the Call Center, steps 10 through 17.
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11. | Return to the Case Home page and from the left Navigation bar select Change
Checklist and complete as much as possible on the list to indicate what actions have
been taken to process the change.

If verification has been requested, go to step 12.
If no verification has been requested, skip to step 13.

12. | Complete as much of the Change Checklist as possible. Use the save button at the
bottom of the screen to update. Once this has been updated, close the checklist and
return to the Case Home page.
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Completing and saving the checklist automatically creates and sends a Ready for Review of
Eligibility Determination task to the appropriate FSSA queue for completion by an SEC.

FSSA - WFMS Change Checklist: WOU - 2000085882 Internet Explorer
File FEdit View Favorites Tools Help 7

- & { - s i B s

Qoo © HE G L drromes @3- % 3 - L E

ddress @ https://s990atap0 1.iem.local: 11213/HCSSApplication/en_US/EMStandard_checklistChangePage. do?caselD =90015419448type =CHANG8id =08next=%&__o3rpu=EMStandard_homePage.do%3FcaselD%309001541944
inks 4] 18M Business Transformation Homepage 4] 1BM Standard Software Installer &) IT Help Central - &] Join World Communiity Grid

4 Go

~ Checklist Chackiist: 0 of 0 In Progress/Completed: 070 A

-
Checklist Application/Redetermination Cheange Checklist for:

© Change Checklist [0 Category Sequence Payes Status

O Solicited Documents. O HIP Medicaid for Caretakers 01 Pending
Requests

O Correspondence

O Notes Complete N/A Checklist Ttem
O Asset/Trust Review

Checklist Ttems

%) St e ] Change data entered and values reconciled/updated in ICES
O Tasks O Case notes regarding change entered in ICES
O O Search conducted to determine if new individual(s) known to system
O O Reconciled individual(s) found in search with similar/same name or same SSN
O O Required Data Broker request submitted (required when Adult added for designated program type)
O O Data Broker information reconciled (N/A if required Data Broker item is N/A)
O E For Adult cases, if asset trust present, Asset Trust task initiated
] O For Disability cases with Progress Report due, Social Summary completed (Form 2518)
] O Asset Trust Review completed (N/A for HIP and HHW)
] Search performed for all outstanding tasks and completed as appropriate
O O Search completed for all outstanding verifications and information processed for any verifications found
O O Required verifications evaluated for completeness
O O Requires State processing before Adverse Action Date (N/A for HIP)
O Case recording entered in ICES for change activities completed i
O O FIAT Authorization Needed T
] O HIP Only - Update of AEHIP for POWER Account Payment Status completed
] O HIP Only - Recalculation not allowed. Document and update AEHIP as appropriate
] O HIP: HIP client failing due to pregnancy. Create manual task to WG2 for create Application (no or inactive non-HIP) or Add Program (ac
Override Checklist
Reason Required: Check a reason below or enter comments
O Recipient failed to return required verification(s)
] Recipient requested case closure

Save Cancel |

<l i i

(E2

€] Done 2 & ntemet

09 PM
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14,

The task is now complete. Return to the Case Home page and click Tasks to display the
Task list.

1 Social

dministranon

Case Home: HIP CASEONEC - 2000085338 el
Beview Asset/Trust Process Benefit Recovery Generate Internal Cover Sheet
Submit Case for Authorization Subrnit Change for Authorization

Statis Date: 11/29/2007 RedetermmDa;;;r? 10/31/2008

Status: Open

Caselame

HIP CASEOQMEC Social Security 307-58-0709

Full Mame: Ty

Date of Birth: 11/12/1955
99 MARSH AVE

Home &ddress: YORKTOWRMN, Indiana 47396 Mailing Address:
Delaware
Phone Numbers
Home Phone: Cell Phone:

15.

From the Task list, review the task. If you created a Ready for State Review and Eligibility
Determination task for SEC, or a Reported Change task for WGS3, the task will display on the
Tasks page.

Select the Reported Change Task.

« "".i = ’
e i Family and Social
Gamenr  Services Admimstration q

Tasks: PIB CASEONEG - 2000085270

Create Task
Task-ID Subject Pricrity
1036 - State Review and Eligibility

SHOOOE32EE  pyparmination - MAHN #02 sl
1036 - State Review and Eligibility ;
SUDOORA9I poparmination - MAHN #02 i
(9000048399 1068 - Reported Change ] High
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16.

Click the Task ID, which will display the Task Home page. Click Close Task under the
Options selection if you are ready to close the task.

Refer to Section 3.11.1 Creating, Parking, Forwarding,, Getting and Opening Tasks if you
need to Park or Forward the task. <h>

Task Home

Options

Close Task Park Task

Forward Task

1068 - Reported Change

Task ID: 9000048399 Status: Unreserved

Pricrity: High Deadline: 12/11,/2007 12:39
Reserved By: Last Assigned: 12/12/2007 17:01
Time YWorked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Process a reported change to a case.
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